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Home 

From the Home page, you can: 

1. View Client information such as client name, client number, address, 
office phone, and email address 

2. View Enrollment functionality 
a. Membership Summary 
b. Search for a Member 
c. Add Subscriber 

3. View Invoices 
a. Invoices  
b. Invoice Register 

4. View Documents 
5. View Privacy Policy 
6. Contact Support 

 

  

 

 

 

 



 
  

Membership Summary 

The Membership Summary can be accessed from the Home page: 

 
or the navigation bar: 

 
On the Membership Summary Page you can: 

1. View the total number of subscribers 
2. View the total number of dependents 
3. View the total number of members 
4. View the roster in either PDF or Excel 

 



 
  

Below is an example of a roster report: 

 

 

 

 

  



 
  

 

Search for a member 

To search for a member, click Enrollment > Search for Member from the 
navigation bar: 

 

Or click Search for a Member from the Home page: 

 

 

To search for a member: 

1. Enter the Subscriber ID and date of birth or 
2. Last name, first name, and date of birth 



 
  

 

After searching for a member, you can see the following: 

1. View member’s last name 
2. View member’s first name 
3. View member’s date of birth 
4. View member’s address 
5. View member’s group name 
6. View member’s benefit plan name 
7. View member’s enrollment status 

 

You can also perform the following actions: 

8. Add a dependent 
9. View the member’s benefit summary 
10. Print an ID card 
11. View the member’s eligibility history 
12. Add or view the member’s other insurance 
13. Terminate the policy 
14. Clicking ‘Select’ will take you to the member’s Enrollment Summary page 



 
  

 

 

Add a dependent 

To add a dependent, search for the subscriber and choose ‘Add Dependent’ from 
the dropdown under ‘More’. 

 

 

Under ‘Enrollment’, you will choose the correct group (if there are multiple), 
benefit plan, relationship to the subscriber, qualifying event, and event date. 



 
  

 

 

Under ‘Dependent Information’, you will enter the dependent’s name, gender, 
date of birth, marital status, address (choose to use the subscriber’s address or 
enter a new address if applicable). Social Security Number, phone number, and 
email address are option fields.  

 

 

 

Viewing the Benefit Summary 

To view the benefit summary, search for the subscriber and choose ‘Benefit 
Summary’ from the dropdown under ‘More’. 



 
  

 

 

 

 

Printing an ID Card 

To print an ID card, search for the subscriber and choose ‘Print ID Card’ from the 
dropdown under ‘More’. 

  

 



 
  

An image of the ID card will populate and you can 

1. Download a PDF copy of the ID card 
2. Print a copy of the ID card 

 

 

Viewing Eligibility History 

To view a member’s eligibility history, search for the subscriber and choose 
‘Eligibility History’ from the dropdown under ‘More’. 



 
  

 

This report will display member details as well as plan details from both current 
and previous plan periods. Below is a sample: 

 

 

Adding/Viewing Other Insurance 

To add or view a member’s other insurance policies, search for the subscriber 
and choose ‘Other Insurance’ from the dropdown under ‘More’. 

 
You will be taken to the member’s ‘Enrollment Summary’ page. Scroll to the 
bottom of the page where you will find ‘Other Insurance Policies’. Here you can 
view information on any current policies or you can add a policy by clicking ‘Add 
Policy’. 



 
  

 

 

After clicking ‘Add Policy’, you will be asked for the information below: 

 

 

Terminating a Policy 

To terminate a policy, search for the subscriber and choose ‘Terminate Policy’ 
from the dropdown under ‘More’. 

 
To terminate, choose a termination reason, an event date, and click ‘Terminate’. 



 
  

 

Enrollment Summary 

To access a member’s Enrollment Summary page, search for the subscriber and 
click ‘Select’. 

 

 

A member’s personal information will display under the Member Information 
section. The following actions can be performed here: 

1. Click ‘Edit’ to edit a member’s personal information such as name, gender, 
date of birth, Social Security Number, address, phone number, and email 
address 

2. Click ‘Eligibility History’ to view the member’s eligibility history report 
3. Click ‘Add New Enrollment’ to add a new benefit plan to this member  

 

 



 
  

The next section will display a member’s benefit plan(s). The following actions 
can be performed here: 

1. View current or prior benefit periods 
2. Click ‘Add Period’ to add a new benefit period to this member 
3. Click ‘Edit’ to edit a member’s marital status 
4. Click ‘Benefit Summary’ to view a member’s benefit summary 
5. Click ‘Print ID Card’ to print or save a copy of the member’s ID card 
6. Click ‘Terminate Policy’ to terminate the member’s policy 
7. Click ‘Add Dependent’ to add a dependent to this member. If a member 

has existing dependents, they will be found here. 

 

 

Under ‘Other Insurance Polices’, you will find any other insurance policies that a 
member has. You can add a policy by clicking ‘Add Policy’. 

 

 

 



 
  

 

Adding a Subscriber 

Start by clicking ‘Add Subscriber from the Home page: 

 

Or click Enrollment > Add Subscriber from the navigation bar: 

 

 

Under Enrollment, choose the appropriate group (if applicable), benefit plan, 
qualifying event, event date, and hire date. 

 

 



 
  

Under Subscriber, enter the member’s name, gender, date of birth, marital status, 
and address. Social Security Number, phone number, and email address are 
optional fields. 

 

 

Finally, if the subscriber has other insurance, select ‘Yes’ and fill out the 
appropriate fields. Please note that this question will default to ‘No’. 

Once all subscriber information has been entered, click ‘Add’ to add the 
subscriber. Once added, you will be directed to the Enrollment Summary page. 

 

 

 

Invoices 

Invoices can be accessed from the navigation bar 



 
  

 

 

Or from the Home page: 

 

 

You can search for invoices by using: 

1. An invoice number 

And/or Invoice dates, including: 

2. Selecting ‘None’ will run an open search 
3. Specific billing period 
4. Range of billing periods 



 
  

 

 

After running a search, you can click on the invoice number to view the invoice 

 

 

Invoice Register 

Invoice Register can be accessed from the navigation bar 

 

 

Or from the Home page 



 
  

 

 

You can run an invoice register by any of the following: 

1. Invoice Number 

And/or invoice dates including: 

2. Selecting ‘None’ will run an open search 
3. Specific billing period 
4. Range of billing periods 

 

 

Entity Management 

You can access Entity Management from your navigation bar: 



 
  

 

 

Here you will find your client and group names, address, and contact information. 

 

 

Documents 

Click ‘Documents’ from the top menu. Choose a Document Type (or select All), a 
date range, and click ‘Search’.  



 
  

 

 

User Accounts 

Click ‘Setup’ from the top menu and choose ‘Portal User Accounts’. 

 

 

1. Manage User Roles – Click to manage or create a user role. User roles will 
allow you to limit the access of the user accounts if needed 

2. Add New User – Click to create a user account 

 

 

Manage User Roles 



 
  

Here you will be able to select a role to manage or click Create New Role to 
create a new role. 

 

 

Choose a role to manage or click ‘Create New Role’. Here you will be able to 
manage the access of users by checking/unchecking the boxes next to the 
particular features. For example, if you do not want users to have access to view 
invoices, uncheck the boxes next to View Invoice Register and View Invoices. 
Once complete and you have given the User Role a name, click Create. You will 
be able to assign this role in the next step. Please note that if all of the user 
accounts you plan to add will need complete access, you do not need to create 
any user roles. 



 
  

 

 

Creating a New User 

Start by entering the user’s personal information – first name, last name, and 
email address. 

Then choose a username and temporary password for the user. They will be 
prompted via email to change the password after the account is created. 

Choose a user role or keep as default. If you want to limit the features the user 
has access to but do not see another role to assign them to, please see previous 
steps on creating user roles. 

You can also choose to grant access to all groups or select specific groups if 
needed. 


